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11 June 1952

10

. Director of Central Int@lligence

FROM

-

Chalxwan, Caroor Service Committo

SUBJECT: Final chort of the Career Sarvice Commltto

lo  PROBLEM,  To devise a Carcer Service Program that identifies,
develops, cffectively uses and rewards individuals who
have the skills required by €IA; motivates them towards
rendering maximum service to thc Agencys and eliminates
from the service, in an equitable manner, those who in
spite of the Program fail to perform as effective members
of Lhc organizatione

2, AQSUMPTLON& Tt 15 assumed 'bmt-

Ay Roqulrcd sk1lls can be 1d0nthind through appropriate
evaluation and selecction devices,

by, Potential skills can be developed and maintained through
appropriate supervision, training and duty rotaﬁo:‘v.on0

Co The skills of CIA personnel can be ublllzed most effective ely
through planned assigament of individuals to positions of
progressively greater responglbility as theilr skills are
developed to meet CIA requirements for those positions,

d» The experience of personal growth together with a personal
identification with the objeectives and OpPthlOﬂS of the
gcncy will stimulate maximum service among CTA personncls

=P Auplratlons of CIA personnel to a career with the Agency
will depend on the extent to which their contributions

are rocognized by the Agency and on mailntenance by the
Agency of the best possible climate for worke

nln
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3. DISCUSSION. Tabs A through H présent a Career Service Program
which has been tailored to the needs of CIA by experienced
members of the Agency, This Program is based upon teche:
niques which have proven to be effective in private industry
and other Government establishments, S e

he  RECOMMENDATION. It is recommended that you approve this report
o - and authorize the Depubty Director (Administration) to
‘ implement_the CTA Career Service Program

C25XIA.

alrmany - o
Carcer Service Committee

Approveds I3 June 1952 -
25X1A - .

Dircotor of Cenmtral Intelligence .

- 2 -
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SUMMARY OF THR CTA CARTER STRYIOW PROGRAM

1. The CIA Career Service Program is controlled by = CTA Career
Service Board which consists of the Deputy Director (Administration),
the Neputy Director (Plans), the Teputy Director {Tutelligence), the
Assistant Director (Personnel), the NDirestor of Training and, on a
rototing basis, two fssistent Directorss The two rotsating mambars of
the Board will each scrve for six months, there being at all times one
from the overt office group and . one from tho covert office groune Thoir
tours. of duty are sbaggered so that there is continuity, The CIA Carcer
fervice Board mests once a month. If any member is unsble to be present
he may be represented by his Neputy. Four members constitute = quorum.
The Chairman of the Board will e one of the Deputy Directors, wach of
whom wlll serve successively for o term of four months. The Career
Pevelopment Staff of the Personnel Office serves as Scerstariat of the
Board and the Chief, Carcer Development Staff, acte ng the Rosrdls
Fxeeutive Secrotary. 2 Tab R). '

2s The CTA Career Serviece Board is responsible for adviee to the
DCL on making CIA a hetlter place in which to worke It develops policy
governing the Career Service rrogram and advises concerning all policy
matters affecting Agency perzonnels Tals 1s a continuous process in
order that the Progrom may be immediately responsive to the necds of the
Agenecy and 1n order that the Ageneyfs personnel policy may remain
sufficiently flexible to meet all contingencies, The Roard serves to
guide the Agency in its develovment of longwronge plans for the best
utilization of the Ageney's human resources. Tt is concerned primarily
with policy, not with day-to~day decisions or details. (See Tab B).

3¢ The (0ffice) Carcer Scorvice Boards are located in ench of the
major Offices and units of CIA and are responsible to their regpective
Assistant Nirectors or Offlce beads for the operation of the Career
“ervice Program in accordance with policy established by the CIA Career
“ervice Board. They arce also respongible for collaboration with othar
(0ffice) Roards on intere0ffice Caresr Service problems. It 1s at this
level and through the functioning of these (0ffice) Boards that the
rotation, training, advancement snd assignment plan recommended for the
individual by his supervisor is reviewed for the approval of the Agsistant
Dircetor or Office heads These Boards are concerned primerily with the
implementation of policy and with the review of detailed regommendations
concerned with the carcers of individuals. (8See Tab B).

“ 3=
SECRET = |
Security Information Tab A
}
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i+ frnually, or as often as réquired, each person is evaluated by

his supervisor and the evaluation 1o reviewed by a roviewing official,
This evaluation together with a proposed development program forms. the
basis for a detailed discussion between the supervisor and the person
being evaluated. The proposed dovp]opmﬂnt pregram is reviewed hy the
(0ffice) Career Service Roard and' when approved by the Assistant Dircctor
or Office ead becomes the plan for the individual's career for the néxt
year or two, (Fee Tab ().

S °p601q1 ompha is is nlacnd on the 1d@nt111catlon, training and
~development of individuals who demonstrate potwntial for ass ignmmhb to
positions requiring executive ability.  Individual talent for planning,
orvani7inv and directing the work of others is one of the Agency's prize
assets provided it ig carefully developed and puided effectively toward
the accomplishment of some specific aspect of the Agoncy' mission. Such
potential is of interest to the Agency as a whole since it is seldom ticd
to technical orofieclengy in any one field and, th?reiors, not limited to
use in any particular area of activity. (Soe Tab D).

6. 111 new junior personnsl recruited and selected to fill pro-.
fessional positions (e.z., all new personnel up to and including 08=11
to f111 clots designated as professional positions) will be- sereencd by
the Professional Selection Panel (in a mauner similar to that employed
by the Board of Bxaminers of the Foreign Service) with respect to over- .
all, suitability to work in CI# on a carcer basiss Txgeption to this
procodure may be made in ﬂach case Hy the approurlaff Deputy Dire ctor.
(See Tab w),

7. A1l new pe rsonnal peeruited and oclcct@d to £111 UPOF”nu10ﬂd1
positions ineluding all new "lateraleentryh personnel, GS-12 and above,
will enter the CI® Intelligence School at tha first gession commencing
after their TOD, Exception to this procedure may be made in each case
by the appropriate Deputy Director, (See Tab T). :

8. Ohe of the most effective methods of training GTA personncl,
developing their. latent talents and preparing thosc persons with high
potential for more responsible nositions is by means of rotation through
onre cor more pogitlons that can provide broasdening expericnce., ¥xecutive
skills can often be developed through expericnce in a variety of areas’
of TFSDﬁnwlblllty ("ee Tab 7).

ol -
SRCRET
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¢ The favorable work climate that is one of the goala of the
Carecr Dervice Program would be enhanced by certain benefits not now
svailable to CIA personnsl. Many of these can be achieved only through
legislation. The CTA Careor Service Board will give continuous attention

to this problem. (See Tab G),

10.  Mach of the work that is accomplished in CTA must, for security
reasons, be done anonymously, An important incentive that is comnon to
most human endeavors, the acclaim and approbation of onets fellow man, is
therafore not generally available to CTA. The establishment of an in-
tornal CIA Honor twards Program will in part fulfill this need,

(See Tab H),

"“5!1'
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Organization, Relationships and Functions of the CAREER SERVICK BOARDS

T, Organization and Functlions of the CIA CARFER SERVICE BOARD

Ao The CIA Oaroor Sorv1ce Board W1ll bu composcd of the iollow1ng personss

Depuby Director (Plans)
. Deputy Director (Intelligence).

Deputy Director (Administration)

Assistant Director (Personnel)

Director of Training

Two Assistant Directors, cach to serve
for terms of six months! duration.
(Sce Schedule A)

Exocublvc Secrutary - Nonwvoting

Four members of the Board will constitute a quorume, If a mewbep cannot
be present, he may be represenbed by his Deputy. The Board will hold
scheduled monthly meetings, and agenda and minutce of meetings will be
distributed to all persons on Schedule Ay

It will be the responsibility of the CIA Career Service Board to:

Lo

2

3e

ho

Se

Develop policy governing the Carecr Service Program for approval
by the DCI and serve as his advisor on all matters concerning
the Program, . .

Supervise mM1WWLth=imwﬁomngof(OﬁhmJ(hmwrSuwum
Boards, ‘

Establish and maintain an Executive Inventory to be composed of
those persons which the Board shall from time to time determinecs

Make recommendations for £illing key positions in the Ageney
with personnel from the Ixecutive Inventory,

Review evaluation of personnel contained in the Executive Inventory
and review rotation programs for their further development,

Approve the allocation of Rotation Toan Slots to (0ffice) Careor
Service Boards. (Sce Schedule B).

- 6-n
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Supervise supporting groups or Boards for handling specialized
functions on an Agencyewlde basis, such asy Hazardous Duty Board,
Honor Awards Board, Professional Selection Panel, ete,, drawing
on Agency personnel as necessary,

Prepare and éubmit_énnuélly to the DCI a summary of the operation
of the CIA Career Service Program,

Organization and Functions_oflthe SECRETARIAT of the CIA CAREER SERVICE

Ao

Be

 BOARD ..

The Carecr Development Staff of the Personnel Office scrves as
the Secrctariat of the CIA Career Service Board and the Chiof,
Carecr Development Staff serves as the Executive Secretary of the
Boarde : :

It will be the responsibility of the Secpstariat of the CIA
Career Service Board tos: '

le Recommend to the CIA Career Service Board ways and means of
improving the CIA Career Service Program,

2} Perform éll seeretariat and administrative fﬁnctions for the
CIA Carcer Service Board, These include, but are not limited
tos

8¢ Maintaining master files concerned with Career Service
matters on a current basis for the CIA Carcer Service
Board, including sgenda and records of meetings,

b Trénsmitting to the CIA Career Service Bbard recommendae-
tiong and periodic reports of the (0ffice) Career Service
Boards for consideration, '

»

Ca Ihitiating and supervising such studies as arc needed to
improve the Career Service Program,

de Assisting (Office) Carecr Service Boards in effecting
rotation appointments, - _

€¢ Submitting unresolved intcr-0Office Board problems to the
CIA Career Service Board for declsion.

-7 -
SECRET '
Security Information Tab B
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f: Coordinating with the 0ffice of Training training
arrangements and needs respecting the CTA Careepr
Service Programg

gs Acting in support of Béards established by the CIA
Career Service Board for handling specialized
functions on an Agencyw~wide basisy

TIT, Organization and Functions of the (OFFICE) CAREFR SERVICE BOARDS

Ao

Bo

Ce

(Officé) Career Service Boards will be composed of the following
persongs

Assistant Director (or 0ffice head) ex officlo

Three or more Staff or Division Chiefs, or
comparable highslevel officials

Secretariat « Non=votlng. (In mosb cases, the
Secretariat will be composed of Administrative
Personnel Qfficers of the 0ffice concerned and
wlll porform staff support for the Board,)

(0ffice) Carecr Service Boards will be established in the followw
ing units of CIA:

Office of Special Qperations Qffice of Secientific Intelligence
office of Policy Coordination Office of National Istimates
Office of Cormmunicatlions Office of Training
office of Operations Technical Services Staff
0ffice of Research and Reports  Persomncl Office
office of Collection and Medical Office
Dissemination General Services 0ffice
office of Current Intel= Inspection and Sccurity Office
Lligence Procurcment and Supply Office

Comptrollerts Office

An pAdministration Carecr Scrvice Board will be established which
will be concerned with those individuals who do not come under:
the. jurisdiction of any one of the above Career Service Boards,

Tt will be the r@sponsibility'of an (0ffice) Carecr Service Board
toe

1, Serve as advisor to the Assistant Director (or Office head) on
all matters pertaining to the Career Service Program, .
- 8 -
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2, Direct within the Office the application and functioning of the
Career Service Program, including but not llmltcd tos

as Executing relevant decisions of the CIA Career Service Board
and making recommendations to the CIA Career Service Board
for 1mprovement of the Carebr Service Program, .

be Sponsoring, developing and executing the Career Service Program
of the Office concerned, including an intra~Qffice rotation
system, and rcporting pcrlodically’to the GIA Career Service
Bogrde

C¢ Reviewing Personncl Evaluation Reports and proposed development
plans for individuals in terms of training, a551gnmunt,
advancement, rotation and promotions

de Recommending cancellation or continuance of carcer development
actions,

ee Participating in the development and execution of approved
extra~0ffice rotation systems. .

fo Submitting a semimannual Personnel FEvoluation Hﬁpoft to the
Sponsoring 0ffice on cach rotation appointee from another. Office,

go Insuring that the rotation appointees detailed by thedlr 0ffice
to another O0ffice are not ovarlooked for warranted promotion
and ensuring that rotation appointees rccetvod by their office
are productive and their assignments commensurate with the
purpose of the appointmentse

hs Reviewing continuously conditions of service and duty with a
view to making recommendations to the CIA Career Service Board
concerning working conditions and benefits that can strengthen
morale and increase Wesprit de corps', :

i. Reviewing continuously the persommel intake of the 0fflce,
ospeclally at the junior professional level, with a view to
ensuring the acquisition of highly-gualified, vers atile persons
with leng-range potentiality, '

3. Supervise supporting groups or Boards as appropriate for handling
speglalized functions, assignlng to them Office personnel as
necessarye

-9.1
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1. The Persomnel Evalustion Report (See Form No, 37=151, attached) is
preparcd annually or as often as requirede It deals with:

as The Job heing donc,
be The personts performance on the jobe
¢, The person's pobential for assuming greater responsibllitiec,
da The program recommended for the personts development.

2¢ Effective use of the Personnel Evaluation Report is dependent primarily
on bthe extent to which supervisors are objcctive in roporting useful
information on the forme. The Office of Tralning and the Personncl
office are currently preparing the program necessary to place this

system in operation,

3; The Personnel Office will be primarily responsible for administration
of the personnel evaluation programe

Attachment - L

w 10 w
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PERSONNEL EVALUATION REPORT

(See Instructions on Reverse Side)

The Personnel Evaluation Report is an important part{ of the Career Service Pro-
gram. |t seeks to assure for every person a carefully planned career, with advance -
ment based on demonstrated ability. For the individual, it means an opportunity to
voice his interests and to discuss his job and his progress with his supervisor. To
the supervisor, it gives assistance in carrying out a major responsibility, the de-
velopment of the people he supervises. For the Agency as a whole, it means successful
teamwork based on mutual understanding and respect.

SECRET
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20. COMMENTS (Continued):
INSTRUCT ! ONS
1. Instruction to the Administrative or Personnel Officer
Consult current Administrative Instructions regarding the initiation and transmittal of this report.
2. Instruction to the person evaluated

Since this evaluation will become an important part of your record, you will want to give to it as much care

and attention as you would like to have it receive from your Supervisor and the Reviewing Official. With

respect to Items 8 and 9, you should include courses of instruction or assignments, either within or out—
side of the Agency, which you consider pertinent to your career development.
3. Instruction to the Supervisor and the Reviewing Official

a. As the supervisor who assigns, directs and reviews the work of others, you bear primary responsibility for
planning and fostering the development of each person under your supervision, commensurate with his ca-
pacity, aptitude, knowledge and skills. As an alert supervisor, you judge the people working with you on a
job=by—job and day~by—day basis and use this information in carrying out your supervisory responsibilities.
Although evaluation is a continuous process, it is necessary periodically to record your observations and
recommendat jons for appropriate action. In preparing the report you-should consider the individual's capa—
bilities for further development in his present assignment and his potentialities for more effective
utilization in other positions, including work of a more responsible and difficult nature.

b. The following traits are generally regarded as having some bearing on a person's performance and develop—
ment. Although you are not asked for specific ratings, do not hesitate to refer to these or similar traits
in your comments, which should be terse and precise.

COOPERATION RESOURCEFULNESS

DEPENDABILITY STABILITY UNDER PRESSURE

ACCURACY ABILITY TO OBTAIN RESULTS

SECURITY CONSCIOUSNESS JUDGMENT

INITIATIVE LEADERSHIP

c. In fairness to the individual and in the interest of the Agency, the importance of carefully prepared and
accurate Personnel Evaluation Reports can not be overstressed. The foliowing basic principles of evaluation
should be kept in mind:

(1) Base your judgment on

a) What you have observed the individual do or fail to do.
b) Typical performance as well as critical incidents.
c Examples relevant to the duties under consideration.

(2) Different standards prevail in different assignments. Every effort should be made to arrive at a just
estimate of the qualities of the individual as demonstrated du(in% the report period. Avoid exaggera-—
tions. They detract from the value of the report and are unfair to others.

(3) BIASED OPINIONS BASED ON PERSONAL LIKES AND DISLIKES MUST BE SCRUPULOUSLY AVOIDED. |IT SHOULD BE BORNE
IN MIND THAT THE PREPARATION OF EVALUATION REPORTS IS AN |MPORTANT RESPONSIBILITY OF ALL SUPERVISORS
AND THEIR CAREFUL PREPARATION IS AN INDICATION OF THE SUPERVISOR'S OWN ABILITY AND QUALIFICATION FOR
THE POSITION HE HOLDS.

4. A FRANK DISCUSSION BETWEEN SUPERYISOR AND INDIVIDUAL CONCERNING THIS REPORT IS NECESSARY IN ORDER TO ASSIST IN THE

DEVELOPMENT AND BEST USE OF EVERY INDIVIDUAL'S CAPABILITIES.

THIS PORTION TO BE DETACHED ONLY BY AUTHORIZED OFFICIAL

Approved For Release 2002/01I%eﬁ{\-RDP84-00022R000400030008-0
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PERSONNEL EVALUATION REPORT

~Items 1 through 6 will be completed by Administrative or Personnel Officer

l. NAME {Last) (First) {Middle) |[2. GRADE 3. POSITION TITLE
Ye OFFICE -~ STAFF OR DIVISION BRANCH [:::] DEPT'L. | IF FIELD, SPECIFY STATION
C_— FieLo
5. PERIOD COVERED BY REPORT 6. TYPE OF REPORT
From To [ tnitial [ Arnual [ speclal
[ Reassignment [T ] Reassignment of Supervisor

Items 7 through 10 will be completed by the person evaluated

7« LIST YOUR MAUOR DUTIES IN APPROXIMATE ORDER OF IMPORTANCE, WITH A BRIEF DESCRIPTION OF EACH. OMIT MINOR DUTIES.

8. LIST COURSES OF INSTRUCTION COMPLETED DURING REPORT PER10D,

Name of Course Llocation Length of Course Date Completed
9. IN WHAT TYPE OF WORK ARE YOU PRIMARILY INTERESTED?
IF DIFFERENT FROM YOUR PRESENT J0B, EXPLAIN YOUR QUALIFICATIONS (APTITUDE, KNOWLEDGE, SKILLS).
10.
DATE . SIGNATURE
Items 11 through 18 will be completed by Supervisor
11. BRIEFLY DESCRIBE THIS PERSON'S PERFORMANCE ON THE MAJOR DUT!ES LISTED UNDER ITEM 7 ABOVE.
Approved For Release 2002/01/04 : CIA-RDP84-00022R000400030008-0
FORM NO. (Over)
oM 895 37-151 SECRET
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12. IN WHAT RESPECT IS5 THIS PERSON'S PERFORMANCE ON PRESENT uOB MOST NOTICEABLY GOOD OR OUTSTANDING?

13. ON WHAT ASPECT OF PERFORMANCE SHOULD THIS PERSON CONCENTRATE EFFORT FOR SELF IMPROVEMENT?

14. COMMENT ON THIS PERSON'S ABILITY TO HANDLE "GREATER RESPONSIBILITIES NOW OR IN THE FUTURE.

if

15. ARE THERE OTHER DUTIES WHICH BETTER SUIT THIS PERSON'S QUALIFICATIONS? (Recommend appropriate reassignment,

possible.)

16. WHAT TRAINING OR ROTATION DO YOU RECOMMEND FOR THIS PERSON?

17. |F PERFORMANCE DURING REPORT PERIOD HAS BEEN UNSATISFACTORY, THERE 15 ATTACHED COPY OF MEMORANDUM NOTIFYING TH!S

PERSON OF UNSATISFACTORY PERFORMANCE.
ADDITIONAL COMMENTS INCLUDING

18. THIS PERSONNEL EVALUATION REPORT HAS BEEN D!SCUSSED WITH THE PERSON EVALUATED.
COMMENT ON ITEMS 7, 8 AND 9, ARE SHOWN BELOW UNDER tTEM 20.

SIGNATURE OF SUPERVISOR

DATE
HAVE REVIEWED THE ABOVE REPORT. (Comments, if any, are shown In item 20.)

19. |

SIGNATURE OF REVIEWING OFFICIAL

DATE

20. COMMENTS: (1f necessary, may be continued on reverse side of cover sheet.)

Approved For Release 2002/01/04 : CIA-RDP84-00022R000400030008-0
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THW EXWCUTIVE INVENTORY

1. The purpose of a Career Service Program is to develop people
to the fullest extent to meet present and anticipated job needs of the
Agency. An Yexecutive inventory" is merecly a means of matehing prosent
and potential executive-type assets against present and anticipated needs
for execcutive ability in order to plan intelligently to meet these nceds.

2. As an aid to personnel planning for the development and use
of executive gkills throughout the Agency, the CIA Carecr Service Board
will maintain an inventory of all personnel who evidence executive
ability or potential according to criteria which the Board shall de-
termine from time to time in relation to Agency needs. The Board will
review Personnel Wyvalustion Reports on all personnel included in the
inventory and will recommend inter-Office rotation assignments for such
persons when appropriate in the interest of their further development.,
The Board also will use its inventory of executive abilities to recom-
mend inter-0ffice transfers of persons to fill key Agency positions,

3. In addition (0ffice) Career Service Boards are cncouraged to
/ el

maintaln inventories of any skills and abilities which they find helpful
for use in their internal personnel planning,

“ 1L =
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THE SELRCTTION AND TRALNING
or
TRATNTES FOR PROFEISIONAT POSITIONS

With regard to trainces for overt setivitiass, including overt

personnel. agcigned to covert Offices, it is recommended th=th

ne  ALL new perconnol recruited to £1ll profogsisnal posltions
in the Agrncv be required to go through a training program:
in order to glve them an adaequete hasic intellisence broke

gronnd. ®xceptions may he made for individusls who have had
orevious hishe=level intelligonce exporicnco.

5. The present Professional Training Program in the 0% Intolligence
_f8chool be reorientoted and evpanded as : v az pogeible into
a Profesgional Sclection and Training ”roprﬂr to zive 21l new
persomal for profescional positions o broad vet intonsive
intelligence tralining. Soecialized training, including langunge,
area ond operational dreining, will be hondled in othor parte of
training program.

ge . The carriculum of thr CI* Intellipence Scheol, including recom-
mendoed reading, be prvised to cover subjscts of partiecul-r
intercst to Officos »nd be coordinated with TRE to reduce
duplication in the curriculs,

do A sclection board to he known ne the Profcssional Selcction
Panel bo cstahlished under the dirsction of the OTA Carcer
fervice Board. Tt wonld consgist of five voting wembers and
three advicory members ag follows: ' '

(1) Two representatives from the overt Offices.
(2) Two roprogentatives from the covert 0ffices,

(3) One}r[orv“rﬂt tive from e Deputy Directoris Office, the
mm/P, /b end ﬁﬁ/T to be successively represented on a

rotuating basie.

() Throe advigory representatives, one sach from the Pursonnel
NfEten, the Ingpection and Sccurity Office and the OffLC@
of Training.

"‘121—-
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The Panel will review selection standards, in wloding medieanl

standsrde, for and the quelifications of all candidetes ue to
and Including the grade G9=11 for overt aond semi-covert nrotfoge

slonal positinng in the overt, covert and suoport Offices and
will finally aoprove on hehslf of tha fgency the solection ofe
211 personnol for profescional positions in those grodes ond
categories, In case of an adverse finding againest an appliceant
by the Panel, the appropriate Assistant Divector or Offic o
hiend may aphwﬂl to his Deputy Divector whose decision will bha
final. The Panel will also, whoen regquested by an Assistant
Nirector, arrvonee for thn testing of 3 condidste in the 08-12 -
15 eategory, review his qualificrtions snd made ragomaendations
to the requesting Of.mcn,

Personnel requirements of OfFices for nrofessional positions be
submitted to the Personunel 0ffice which will inform the Proe
fessinnal Selection Pancl and the Office of Trn ining of the
stimated intake =o that they may plan agcordingly., 11 rycruitw
ment will be undirts lﬂn against anthoriscd slots in. congumar
Offices excopt that » amall nuber of slots will be et =sside
for the temnorary accommodntion of dr aft-cligible candidates who
are brought into CIA for indoetrinstion before =ntering the
Armed Services

The nrovrﬁm to estoblish consultant-contacts in colleges and
univereitics (’ro; et Review Committbee Project TPJ/PD“ 9252 of
22 October 1971) to rroeriuit underyraduste and graduate studentse
be vigorously implemented and ultimntwlv'ﬁxpnnded,

No subsldy be ziven to undversity studente prior o their CIA
employments Wo spreific substontive muidanes be given by the
consultant~contscts to undergradusts stadents, In certain eases R
consultant~contacts may suegeet that selectod graduate students
specialize in practical subjects or forcign asprets of their
fields which might be useful if they chould enter the intelligence
f 'IC .I_d *

Coneultont~contacts be brisfed regarding the relation betwosn
recruiting for overt usc in both overt =nd covert Dffices and

Speclal security measurcs be tokon to prevent eubversive infiltya-
tlon into the ggency through the traineo system and thrt T&8
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Cffice be given 1drquqto backing in money and oers onnel to carry
out these measur«s. Consultant-contacts be briefed thoroughly
regarding the danger of subversive infiltration into the Agency
through the trainee system, S

Apvroaches by CTA representatives to universitics or companies

in the United States for the recruitment or training of overt
pergonnel dncluding overt personnel for the covert 0ffices, be
coordinated with the Contact Divis sion, Office of Opera t*onuu

No organized publicity be given the trainee recruiting program
and that publicity of any kind regarding any sepects of the
Professional Selection and Training Program be discouraged.

A1l cendidates for professional positlons in grades up to nnd
including 35~11 be glven » one-day bettery of tests before fin
comiitments for employment are made, this testing to be given
after the applicant has been recommendod by reeruiters ‘nd after

rimm

PEE and other forms have been reviewed by the Personnel Offlcc .

The testing in 1. above be carried out in leading collepes and
universitics by competent consultants (or by o field unit) and
in Washington by a headquarters unite

The seguence of events in carrvinv out’ the Professional Selection

and Training Program should be as follows:

(1) Statement by Offices and other commonants of their necds for
new personncl to fill profesgsional positions in the (08=5
through Gl cotegories. '

(2) Toecating, contacting and screening of cqndidﬁtwm in univer-
sities, industries and the Armed Scrvices by the Personnel
Office through consultent-contacts or by othcr recruitment.
techniques. '

(3) ‘Pre-security check by T&S(

(k) Testing of candida Les at °e1<ctvn 1OCﬂtJons in t} field
in headquarters. :

Py
L
~—r

Serecening and shopping of candidete files to Offlc( bJ thes
Personnel Office. e

- 1l =
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ClonranCn by the M@djoal OpflCD " "
steps 5 and 10). (to be carried out between

Aqer>mPnt, (To be carried out
a at the option of ti
abligating 0ffice, bntween stcp; 5 and JOD) o e

Obliﬂqtlon of slots by Offices,

Qecurity ;nvaat;gat;on initiated by T&S0

_ Security_clonrance.

nt N £3
I LTVlfW’ review qnd dcclulon by Professional Selection

Panel,
Not%fiq%tiﬁh:to-¢énaidateﬂby Personnel Office,

EOD - | |

Fntrance into GTA Intclllgonoe Schaol,

Rov1rw of Tralnlng record by Professional Selection Panel,

fssumption of v ste i ] 14 :
I n of duty status in Office oblizating slot,

2e  With regard to traihocs | s ‘o .
thot s g trainees for deep-coverisetivities, it is recommended

25X1A

Approved For Release 2002708 : CIA-RDP84-00022R000400030008-0

Security Information : ‘Tab |



Lo

2o

Apﬁroved ForRglease 2002/01/04 : CIA-RDP84-00022~@00400030008-0

SECRET: ,
Security Information

ROTATION

The objectives of rotation for the ! Agen z are as followss

8.

b

Co

The

Qg

A more effcctive and more economical utilization of the Agcncyls
MaNPoVeLy

-A method of imprOV1np'thp Llactlon and ‘broadening the exocrlonoo

of individuais to secrve in key n081tlons¢

The cultivation of an esprit de corps based primarily on the
erardwformerLt pr¢nc¢pleo : '

obdectchs cf rotation fov the indlvidual arve as followss

Assisting him to do his present job more effectively by:
(1) 1Increasing his knowledge in his ficld,

(2) Providing him with new sklllsﬁ techniquas and methods of
. performances -

"(3)’ Improving his ab11:ty'to plan hlo work and to direcet and

be

. Cp

de

supervise others in it,

.(h) Incrzasing his understanding of the néc essary relationships

of his Job to those of cullateral and thhur cchulon of the
Agencys ; _

Preparing him to undertake Jjobs of increasingly greater res sponsie
bility commensurate with his growth potential by

(1) Proadening his undcrstdndlng of tho obgact1v< - of - the Agency
- and its missions . :

(2)' InthJif/iné the development of his pldnnln&, managerial. and
supervisory sklllso

Providing hlm more opportunltv to f:nd bhu field in whwch he does
bO tie _ :

- Removing him from a "rubh,

. 16’m
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In order to provide a terminology that will promote a common undere
standing of rotation problems, the following definitions have been
adopted:

8¢

be

Co

<P
Lo,

“Principles which are concerned in the process

Qg

be

Rotation: The process of systemetic designation and redesipno=
TIoN OF an individual %o various kinds of duty and training for
the purpose_of:imprqving his capacity to serve the Agency.

Transfers The process of removing an individual from the rolls
6T oné 0ffice and his concurrent. addition to the rolls of another
" 0ffices This process is independent of the process of rotation

though it may be a conscquence thereof,

'Exchan'e; The process of rotating an individual by placing him
Tenporarily under the operational control of another Office in
return. for another individual_similarly attached,

Loan: The procecss of rotating an individual by placing him
femporarily under the operational control of another Office
without reciprocity, or of attaching him temporarily to an

ackivity not a part of ¢ra, '

Sponsoring Office: The administrative unit of CIA on whose rolls
individuals with rotation assignments arc carricd and under whose
vadminisbrativg control,individuals remain irrespective of where
‘attached, L : '

Recelving Offices The administrative unit to which individuals

elng rq%afea,are,attached:and~undcr_whose operational control
individuals remain until they are returned to the Sponsoring
Office,

of rotation are as follow:

Personnel Covereds 1In general, any individual who has. been in the
employ of the igency for a period of two years is. cligible for
rotation, Rotation of parsons who have been on duty for less than
two. years would be the exception rather than the rule,

Positions Covered: Any position within the control of the Ageney
to wnich the-gssignment.pf personnel will serve the objectives of
“rotation is regarded as covered by these principles, These includo
oxeoutive, operational, intclligence, technical, administrative and

- 17 =
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training positions, either in the field or at hoadquarteru, within -
the. Agcncy or with other publnc or’ prlvate gLnCLOS or institutions,

Job Groups Covarnd- ‘The Cl&uS@ of Jndlviduals covercd are inclue
sive rather than cxclusive, The professional or technical ©
activity of a given class of individuals may, by its naturc,

limit the jobetype groups to Wthh mnmber% of such a class will
rotatee : :

Normal Duration of Tour of Dutys Hach individual rotation period
may vary out will nol be Iess than six months, and will probably
average between clghteen and twenty-four months, Thus, a rotation
asgignment at the National War College will run some, ten months
while a rotation assignnent to a position overseas may well run
twentywfour to thirty months,

Degree of Compu]°1on to Rotatae: As a mattor of principle,

~acceptance of a rotation assignment is compulsory for persons who

intend to make a career of CIA employment, Any individual or
Sponsoring Office, or Recelving 0ffice, may, however, show cause
why a rotation assignment shall or shall not be carried out, The
reviewing suthority (the CIA Career Service Board) shall in such.
cascs make recommendations to the approprlato Ibput/ D“rector whose
d“ClSlon ghall be final,

Administrative Controls Individuals with rotation assipnments will
remain on the rolls of thc Sponsoring Office and under its admine
istrative control for promotion and transfer purposes, The Sponsore

ing 0ffice will pay the 1ndiV1dual Jrom home oit:va funds at his

home of fice grade,

Operational Conbrol: The individval being rotated will be under
the operational control of the Receiving 0ffice For the duration

of his tour of duty with that 0ffice, during which period Personncl
Evalumwation Reports will be propared by the Receiving Officc and
forwarded to the sponsoring Officee

Effect oP ur;do Tii(IUﬂtlxl between Jobs concernced in Rotations:

Assignments given ©o indivi idunls bed ing rotated shall be generally
commanurwtu with their abilities, keaplng in mind the purpose of
making the specific assignment. Rotation Loan Slots (Seé Schedule
B, attached) will be allocated to Officcs to maintain flexibility
in effecting rotation where exchange of approzimetely equivalent
personnel is not practical, .

ml&m
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Changes in Grade: Promotions and other changes in grade shall
remain under the control of the Sponsoring Office. The eligi-
bility of the individual for promotion shall not be prejudiced
or overlooked by rcason of his status as an individual being
I'O‘bated. . L ' ._f .

Duration of Rotational Pattérn: It is premature at this time to
formulate & policy covering the duration in years during which
period the individual is subject to rotation policies, or to

- attempt to prescribe an arbitrary age limit after which rotatidh

" policies will not be applied,

ko

Ls

8o

Settlement of Disputess: Divergcnce‘of-views between officosfor

© between an indIvidual and his (0ffice) Caveer Service Board which

cannot be satisfactorily resolved between the parties shall be
referred in the first instance to the Seecretariat which will
review the case and forward its recommendation to the concerned
(0ffice) Career Service Board(s)e In the event the recommendation

of the Seeretariat is not accepted, the case shall be referred to

" the CIA Carcer Service Board for disposition,

‘Policy Governing Rotation within an Office: Intra-0ffice rotation
- policy shall be set by the (Office) Career Service Board within

the framework of policies prescribed by the CIA Carcer Service Board,

Policy Governing Rotation between Offices: Within the framework of

policies prescribed by the GIA Carcer Service Board inter-0ffice
- rotation will be based largely on a series of bilateral agreements

between Offices which will set forth in each case the person being
rotated, the expected duration of his assignment and any other
pertinent facts, ,

. There arc two'basic types of rotation as follows:

Rotétion by Exchange

(1) The Exchange procedurc authorizes Office Roards to negotiate
the "swapping" of .two persons when it has been Judged that
rotation is the best method of broadening their experience,
This procedure will be uscd when the two positions in gquestion
are of correspanding responsibility. Respective grades of the
positions or incumbents neced not be exactly the same,

SECRET
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(2) Individuals being rotated will be under the operational
control and supcrvision of the Recelving Office_ﬁo&rd@

(3) The Recmivin? Office Board will outline to the individual
the r ponyLleJ.t:Leu of the new positione

Rotation by Loan

(1Y ‘The Loan procedurc authorizes an Office Board to rocommend
the temporary assignment of an individual to another Office
without rccelving anyone inroturn or to rocommend his
assignment to outside activitics for the purpose of broadene
ing his knowiodpo of his field..

(2) Rotation slotsy; allobted by quota outlined in Schoedule B
attached, will be available to Office Boardss These slots
will be allotted by the CTA Career Scrvice Beard and will

Cbe "bpen" positions to accommodate any grade.

(3) The Receiving Office Board will outline to the appointee
the réesponsibilities of his now assignment, The appointee
is %on losn' to the Receiving Office and will thercfore not
tie up an authorlzed T/0 position, He will be assigned to
a Jogical unit in the Receiving Office’s organizational
structure,

(L) Appointecs will be under th@ operationa1 bontro1 of the
Receiving Office Board,

Specific questions raised by the DCI in his memorandum of 7 March 1952
and roecommendations in response thercto are as follows:

2N

Do you recommend Limiting overscas duty to any particular number
of ycars?

Tt is recommended that the Agency not 1limit total overscas duty
to any particular number of years but that, in accordonce with
their needs and in consideration of the health and hazard condie
tions provailing ab vardous foroign posts, the several Offices
concerned, in conjunction with'the Medicsl Office, arrive at and
recommend a uniform policya

- 20 -
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be Do you recommend bringing all foreign persormel. home, say, onc
: year in each four or at any other intervals? -

It is recommended that as a policy and in conformity with
existing and proposed federal laws all staff personncl scrving
overseas be brought home at least oneco every two years for

home leave, Determination of the relative lengths of tours of
duty in the United States. and overseas will have to be adjusted
constantly in consideration of the: proportion of total staff
personnel serving in the United States and abroade

¢e Do you recommend moving officers as a matter of policy from Office
to, Offlee within the Agency or do you mean from division to
division within an 0ffice? . :

The rotation system rocommended provides for intra=0ffice, intera
Office and extra«CIA rotation of the individual to duty or trajine
1nge At the Agency level, the CIA Carecr Service Board is '
cmpowered to levy requirements on the Officc Boards for individuals
to prepare them to £ill key Agency positions,

: de At what rank dogs the rotation by the Carcor Service Board stop?

The rotation system rccommended by this Working Group covers all
positions and all ranks without restrictiong

+
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CARFER BENFFITS

1. In order to induce able persons to make their careers in 0TA,
the Agency should provide speeific and tengible benefits to them, The
security aspects of CIA's mission which forces on many CTA personncl a
role of anonymity, repugnant under normal circumstances to professional
people, and the physical and mental stresses resulting therefrom are
such that a compensating factor is desirable. :

2o Most of the tangible benefits that might be provided to CTA _
personnel will require legislation. Continuous attention must be given
to this problem since the opportunity to collaborate with some other
department of government that is sponsoring desited legislation may
provide an indirect means of attaining the objective.

3. Benefits that may be installed without additionsl lezielation,

Ao

be

Additional pay for various types of hazardous duty. .
(Separated from the Carcer Service Program at your request
but being carried forward through other channels,) ‘

A meritorious award system providing for r-cognition of
distinguished service to the Agency. (See Tab H).

A CTA overscas post classification system providing
benefits responsive to unhealthful conditions.

Tt is recommended thats

(1)

(2)

(3)

The Agency continue to follow the Department of State
system.

The Director of Personnel continue the exercise of his
powers as in the past.

The Dircctor of Porsonncl, with the advice snd sssiste
ance of the operating Offices concerned and the Medical
Office, establish an Agency policy regarding the length
of assignment in unhealthful posts, giving regard to

the probeble deterioration of health. This determina-
tion to be made without reference to ealary differential
or possible accelerated retiremont credit,

- 22 =
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ds Better group health insurance. (At present being actively
worked on, ) PP :
Le Benefits thet will require additional legislation.

as “Additionsl benefite for D@rsonngl disg bled while in the
’ employmrnt of CIA.

be Qay, withlnngradn ralqns, and grade promotions for. per ponnpl .
who are detained 1nvoluntﬂrLly by foreign governments, known .
as "Mlssing Persons Act" for vouchered funds enployaas,

cs Application of the principles of the Unltx d-States ﬂmployrns'A.--

© ‘Compensation sct to dependénts of employecs engaged in :
hazprdoua duties who are thrms<lvos exposad to hnzard.

d. Death gratuzty of six months' bws( pay to dependents of
CIA pmploypz whose dezth occurs in line of duty while
serving overseas ,

ee A more liberal retirement system.

f. An appropriste dnd adequdte leave system for all overscas
employecs.

It is recommended that the CIA Cartcr SCPVIG( Board glve it" con=-
tinuous attention to benefits as through f, above,

- 23 -
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THE HONOR AWARDS PROGRAM

1, An honor award for intelligence service should be distinguished
from an incentive award for meritorious suggestlion or for oubtstanding
efficiency and economy 1n adninistration as well as from longevity
recognition for long and faithful service. An incenbtive awards program
18 well estgblished in CIA; and a system for recoguition of longevity is

now bhel
is ther

dy

by

Ce

de

Cs

ng consideredys Awards for intelligence service do not exist., It
efore recommended that:

CIA establish a medal for presentation by the Director of Central
Intelligence bo any individual assoclated with CIA, or to any
other person, who makes a notable contribution Lo United States
intelligence activities,

The design of the medal incorporabe those features of the Agency
seal adaptable for use in the medal and that the medal be
suspended from a distinctive ribbon employing the colors of the
Agency seals '

Units which have coutributed oubtstanding performance be
recopized by a personal award to each member of the wnib
rather than a group awards

There be established an Honor Awards Beard, wnder the juris-
diction of tho CTA Career Service Board, which will be
responsible for reviewing recommendations concerning any
honor awards in CTA, and for forwarding these recommendations
to the DCT for his approval.

The CIA Carcer Service Board give further attention to the
problem of croeating an Honor Awards Programg
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Schoedule 4

Membership
on the

CIA CAREER SERVICE BOARD

le The following persons are permanent members of the (TA CARFER
SERVICE BOARD:

Doputy Director/Plans or Deputy

Deputy Director/Intelligence or Doputy
Deputy Director/administration or Deputy
Assisbant Director (Persomnel)

Dircector of Tralning

25 The following persons are rotabing members of the CTA CAREIR
SERVICE POARD:

Assistant Divecbor for Special Oporations

Asgdstant Diroctor for Policy Coordinabion
Assistant Dircctor for Communications

Assistant Diroctor for Current Intelligence
Assistont Director for Collection and Dissemination
Assistant Director for Operations

Assistant Director for Scientific Inbelligence
Assistant Dircctor for Research and Reports
Assigbant Dirvccbor for National Lstimatces

Aseigbant Dirvector for Intelligence Coordination

- 25 -
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Schedule R
ROTATION LOAN S8LOTS

1o Rotation ILoan Slots, "open" with respect to grade and over and
sbove the normal T/0 of the Offices, are allotted to the Offices as
indicated belowe. Only personnel on "Loan" rotation assignment will be
carvied agazinst these slots. These slots will only bhe used to effeet
rotation assignments when “exchange" robgt on 1o not practical.

2. The allotment of Rotation Toan Slots is as follows:

Unit Total
Office of the Dirsctor of Central Intelligence 1 1
Office of the Deputy Director of Central Intelligence
Office of Training 1 1
0f fice of the Deputy Director (Plans) 1
Office of Special Operations 5
Office of Policy Coordination 5
Office of Communicationsg 3
Teehnical Services Staff 1 15
Office of the Devuty Director (Inte llLW“nCF) 1
Office of Wational Ws stimates 3
Office of Selentitdic Intelligence 3
Office of Rescarch and Reports l
Office of Current Intelligence 3
Office of Collection and Dissemination 2
Office of Operations 2 18
Office of the Noputy Director (Administration) 1
Porsonnct 0ffice 1
Goneral Sorvices Office 1
Compbtroilerts Office 1
Ingpection and Security Ofitice 1 5
Held in reserve by the CIA Carcer Service Board 18
TOTAL 50
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